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Preface 
 
Welcome to the McKendree University faculty.   As with any successful university 
the secret to success is its faculty.  We believe – and our students and alumni 
agree – that one of McKendree University’s greatest strengths lies in the talent of 
its faculty and in the willingness of faculty members to spend time and energy 
working with students, both in and outside the classroom.   
 
The purpose of this guide is to help make your professional teaching experience 
at McKendree University as successful and rewarding as possible.  In these 
pages you will find a brief presentation of information about McKendree’s 
academic and general policies, important deadlines, and sources of support from 
colleagues, administrators, the library, etc.  We hope you will read the guide 
carefully and that you will take advantage of the many other sources of help 
mentioned here (e.g., Faculty Manual, Employee Handbook, Undergraduate and 
Graduate Catalogs, etc.).   
 
There are many offices and services that may also be useful to you (See 
Appendix A).   
 
McKendree University is a vibrant and busy place. To help you schedule your 
year we have included an academic timeline (See Appendix B).   
 
 
Please note:   Policies and information stated in this guide are subject to 
change as the institution deems appropriate.  If you find information that 
needs to be changed, clarified, or added, please contact the Provost’s 
office.  
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Mission Statement 
 
The mission of McKendree is to provide a high quality educational experience to 
outstanding students. We guide our students in the pursuit of academic excellence 
which will prepare them for leadership roles in our society. To achieve this end we 
encourage broader vision, enriched purpose, engagement with community, and 
commitment to responsible citizenship, openness to new ideas and dedication to 
lifelong learning. In keeping with our history and traditions, we provide our students 
with rigorous, broadly based liberal arts curricula joined with specialization in a 
specific discipline.  
 
We cherish our historical relationship with the United Methodist Church and its 
tradition of Judeo-Christian ideals. Therefore, we encourage an atmosphere of 
open dialogue, free inquiry, and mutual respect, conducted among students from 
diverse backgrounds. 
 
Purposes 
 

1. To offer undergraduate, graduate, and professional programs to develop our 
students’ knowledge, analytical abilities, research capabilities, creativity, and 
sense of identity.  

 
2. To help our students develop an appreciation and understanding of human 

diversity by providing knowledge of and opportunity for experience with 
multiple ethnicities, cultures, and societies.  

 
3. To create an intellectual and technological environment supportive of 

innovative and effective teaching, research, assessment and 
communication, excellent writing and oral skills, and decision making.  

 
4. To attract and maintain an excellent faculty and staff committed to teaching, 

to research, and to service to McKendree and the greater community while 
also attracting and retaining an outstanding student body.  

 
5. To create a culture of campus life that includes experiences beyond the 

classroom that allow for the development of the whole person.  
 
 
 
Approved by McKendree College Board of Trustees 
November 11, 2006 
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A Brief History of McKendree University 

McKendree University is a leader among today’s educational institutions. Founded 
in 1828, the historically significant campus exemplifies a classic and caring tradition 
that is combined with a contemporary curriculum. 

McKendree is known for its personal attention to students and U.S. News & World 
Report spotlighted this factor naming McKendree one of “America’s Best Colleges.”  
The Chronicle of Higher Education has named McKendree University a “Great 
College to Work for” and we are nationally recognized as a “College of Distinction.”  

Established in 1828 by pioneer Methodists, McKendree is the oldest College in 
Illinois, and the oldest in the nation with continuous ties to the United Methodist 
Church.  

First called "Lebanon Seminary," the school opened in two rented sheds for 72 
students. In 1830, Bishop William McKendree, the first American-born bishop of the 
Methodist church, permitted the Board of Trustees to change the institution's name 
to McKendree College. Later Bishop McKendree deeded 480 acres of rich land in 
Shiloh Valley, Illinois, to help support the institution.  

Reverend Peter Akers, in 1833, was the first president of the newly named College. 
He was three times president of McKendree College and received its first degree, 
an honorary Doctorate of Divinity.  In 1835, the College received one of the first 
charters granted to independent church Colleges by the Illinois legislature. The 
institution still operates under the provisions of a second, more liberal charter 
obtained in 1839.  In July 2007 McKendree College obtained university status and 
became McKendree University.  

McKendree students can earn bachelor degrees in over 40 major areas of study, 
including education, business, computer science, the natural and social sciences, 
music, history and political science. McKendree also has campuses in Louisville 
and Radcliff, KY, classes at Scott Air Force Base, and a nursing program at several 
locations in Southern Illinois.  In addition, graduate degree programs in education, 
business administration, nursing, and professional counseling are available.   

McKendree's students have included many who became pioneers in industry and 
business, who became senators and governors and career public servants, who 
became distinguished military leaders, and who filled pulpits and teaching 
appointments across the land. 
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General Policies & Information  

Academic Ceremonies  

 Opening Convocation 

 In August the campus officially welcomes all new incoming students.  The 

opening convocation features a speaker and a signing of the matricula. This 

event is the book end to the graduation commencement. 

 Honors Day Convocation 

In April the campus honors outstanding accomplishments by our students. 

The Honors Day convocation celebrates students from each major, the 

Honors Program, Who’s Who recipients, as well as faculty awards. 

 Senior Farewell Service 

In May the campus honors the graduating seniors in a special service.  This 

celebration is a chance to reflect on McKendree memories. 

 Commencement 

In May the campus hold the graduation commencement.  Separate 

commencements are held for the graduating undergraduate and graduate 

students.   

Awards & Honors 

 Each year faculty awards are given to part-time faculty at the Honors Day 

Convocation in April.  Divisions and Schools can nominate an 

undergraduate part-time instructor to the Undergraduate Council and a 

graduate part-time instructor to the Graduate Council in February.  The 

councils evaluate the nominations based on academic excellence in the 

classroom, responsible citizenship, engagement, and lifelong learning, and 

make a recommendation to the Provost and President 

 

 The Emerson Excellence in Teaching Award is awarded in November.  A 

committee of past Emerson winners meets with the Provost to make a 

recommendation to the President.     
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 The United Methodist Exemplary Teaching Award is awarded at the Honors 

Day Convocation in April.  A committee of past winners meets with the 

Provost to make a recommendation to the President.   

 

 The William Norman Grandy Teaching Award is presented at the 

Undergraduate Commencement in May.  The alumni office makes a 

recommendation to the President based on nominations from the faculty and 

graduating seniors 

 

 Technos International Week is an opportunity for one faculty member and 

two students to learn in Japan.  The faculty send nominations for the faculty 

member to a committee of past Technos faculty who submit their 

recommendation to the Provost and the President.  Faculty can also 

nominate students, and students must write an essay and complete an 

interview.  The committee submits its student recommendations to the 

Provost and the President.  The President makes the final decision on the 

faculty and student representatives. 

 

 The Humanitarian Award is presented at the Martin Luther King Tribute 

Ceremony in January.  A campus-wide committee solicits nominations and 

the award is bestowed upon a student, faculty, staff, or friend of McKendree 

University.  

 

Check Out Procedures for Laptops, Projectors and Voting Cards 

Faculty wishing to check out laptops, projectors, wireless presenters and/or voting 
cards (clickers) should contact Information Technology. Several days notice is 
required to reserve any of these items.  All faculty must sign a release form 
indicating the items that they have received and the expected date of return. 
 
A limited number of laptops is also available for check out from the Holman Library 
Circulation Desk.  Faculty must show a faculty ID and indicate the length of time 
the laptop will be needed. 
 

Copying and Photocopies 

Faculty can make copies for class distribution (syllabi, exams, handouts, etc.) at 
the copy center located in the mail room on the first floor of Eisenmayer on the 
Lebanon campus.  There is a copy request form that needs to be completed and 
the division/school chair or program director can provide the appropriate account 
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number.  For limited numbers of copies, there are also photocopiers located in the 
library and the faculty secretaries’ office areas in Carnegie and Piper. 
 

Classroom Disturbances 

If a student becomes disruptive in class and you feel it necessary for the student to 
be removed, please contact Public Safety on their cell phone at 618-792-3500.  If 
the situation is not serious enough for the student to be removed, but you wish to 
report the student’s behavior, please contact the VP for Student Affairs and Dean 
of Students at 537-6857 or complete the Incident/Referral Reporting Form via 
WebAdvisor. 
 
 

Computing Use 

McKendree University offers computing and networking resources to students, 
faculty, and staff for many different purposes. These resources, networked for the 
benefit of the entire campus community, are continually updated and maintained to 
ensure that the University is able to fulfill its mission for teaching, research, and 
service to the students and the community at large. Computing resources at 
McKendree are limited, and the manner in which individual users access those 
resources can impact the work of other McKendree users and users throughout the 
world because our campus network is linked via the internet to other networks 
worldwide. Every campus user must acknowledge his or her responsibilities and 
obligations regarding proper computer use and behavior. 
  
Because of the rapid evolution of computing and information networks, the 
University reserves the right to modify the text of these policies, by approval of the 
Technology Advisory Committee, the Faculty Senate, and the general faculty. 
While users will be kept apprised of any changes, it is the user’s responsibility to 
remain aware of current regulations. 
 
Common sense is a good guide to what constitutes appropriate behavior and use 
of computers and networks. You should respect the privacy of others and use 
computing resources in a manner that is consistent with the instructional and 
research objectives of McKendree University.  Please see the Employee Handbook  
for more information. 
 

Dining and Kitchen Facilities 

Employees may secure meals at Ames Dining Hall for a nominal charge or may 
use the 1828 café located in Pearsons Hall.  1828 serves sandwiches, salads, 
baked goods, gourmet coffee, beverages and specialty drinks.  The café is open 
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Monday-Friday 7:30 am – 10:00 p.m. during the regular academic semesters.  
1828 is a great place to grab a quick snack, coffee, or meal between classes, 
watch TV on the flat-screen televisions, or socialize in the café atmosphere. Soft 
drink machines are located throughout campus.  Snack and soda machines are 
located in the lower level of Pearsons Hall. 
 
Microwave ovens are available in Clark Hall lounge, Carnegie Hall lounge, and the 
kitchens in upper and lower Piper Academic Center. Refrigerators are also 
available in the Piper kitchens and on the first floor of Clark Hall. 

Emergency Response Plan 

To review an on-line copy of the McKendree University Emergency Response 
Plan, go to the M: Drive, open the McKCommon folder, open the Operations folder, 
open the Emergency Response Plan Folder, and then click on the Emergency 
Response Plan document.  
 
In an ongoing effort to better disseminate campus alerts, McKendree has 
implemented an emergency alert system.  The alert system will send information 
regarding emergency conditions, including weather cancellations and delays to cell 
phones.  To receive these emergency messages, you must be registered--go to the 
McKendree website and sign up for the Emergency Alert System Sign-up.   

Facilities and Classroom Reservations 

Some McKendree facilities may be reserved for meetings, dinners, etc. 
Classrooms may also be reserved for educational activities. Please note that there 
is a facility charge for organizations outside of the institution to utilize these spaces.  
For more information about facilities reservation, please contact the Director of 
Operations.   
 
Event registration forms may be obtained on-line on the computer network, from 
the M: Drive, from the McKCommon folder; open the Operations folder, then open 
the Event Registration Forms Folder and click on the Event Reg Form.  
 
To reserve a space in the Hettenhausen Center for the Arts, fill out a Hett Event 
Sheet which can be found in the Hett Center Folder in the McKCommon folder on 
the M; Drive.  Please refer to Appendices C and D for examples of these forms.  
 
To reserve a classroom for student activities (such as a student club) or a special 
class, contact Anna Gray, Student Records Specialist in the Office of Academic 
Records, at extension 6817.  
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Grants 

McKendree faculty members are encouraged to apply for external grants. Faculty 
members interested in applying for grants should contact the Vice President for 
Research, Planning, and Technology.  The VP for Research, Planning,  and 
Technology will be able to assist you in developing your grant proposal and budget. 
Prior to applying for a grant, faculty members should notify their division/school 
chair and the Provost of their plans. A copy of the submitted proposal should be 
emailed to the Provost.  
 

Health and Counseling Services 

The University nurse, when on duty, will provide first aid support for all McKendree 
students and employees.  The nurse in on duty from 8:00 a.m. to 5:00 p.m., 
Monday through Friday, except during the summer months.  During normal duty 
hours the nurse can be contacted at 537-6503; after hours for emergencies contact 
the Public Safety Office at 618-792-3500 or call 911 for outside assistance.   
             
The University also retains psychologists.  Confidential counseling may be 
obtained for a wide range of concerns such as difficulties in relating to others, lack 
of motivation, stress, depression, lack of self-confidence, and personal 
conflicts.  Appointments with the counselors may be made through the Director of 
Health Services.  Faculty and staff can refer students using the Incident/Referral 
Reporting Form via WebAdvisor. 
 

Identification Cards 

All employees other than temporary employees must secure an identification card, 
at no charge with Information Technology.  The identification card should be 
carried when on campus.  The identification card must be turned in to the Public 
Safety Office when employment is terminated. 

On-The-Job Injuries 

Any job-related injury or illness, no matter how small, is to be reported immediately 
to the Supervisor.  In turn, the Supervisor will immediately notify the Director of 
Human Resources. Formal reports must reach the Director of Human Resources 
within two days of occurrence to ensure compliance with the reporting 
requirements of OSHA and insurance authorities. 

IRB 

For faculty members conducting research with human participants, the policies and 
procedures of McKendree University’s Institutional Review Board are available 



 14 

online.  The IRB review forms are also available online and are submitted via the 
web.  

Keys 

All classrooms should be open for your courses.  If you are locked out, the faculty 
secretaries may be able to offer assistance.   
 
Linda Gordon – CAR 214, ext. 6808 
Valerie Morkisz – PAC 209, ext. 6807 
Naomia Severs – NUR 1st floor, ext. 6437 
 
Public Safety may also be contacted to gain access to locked buildings and 
classrooms.  Contact Public Safety at 537-6911 or 325-1818 (Beeper).    

Lost and Found 

All articles found on campus should be turned in to the Public Safety Office except 
for University office/building keys which should be turned in to the Office of Human 
Resources.  The Public Safety Office will retain the articles for six (6) months, at 
which time the items will be referred to the Director of Operations for disposal.   

Mail Boxes and Folders  

Each full-time faculty member has a mail box located in the Faculty Secretary’s 
Office in Room 209 of the Piper Academic Center or Room 214 of Carnegie Hall.  
Each part-time faculty member has a folder for mail located in the Faculty 
Secretary’s Office in Room 209 of the Piper Academic Center on the Lebanon 
campus.   Those teaching at Scott Air Force Base have folders at Scott.  Please 
Note:  The Faculty Secretary’s office in PAC 209 is open from 8:00 am until 6:00 
pm, Monday through Friday. 

 

You are expected to check your mail box on a regular basis. Important documents 
and memos will be placed there.   

 

Mileage Reimbursement 

Reimbursement to the employee who uses his/her own personal car on university 
business will be at rate set by the administration.  If a faculty member is teaching at 
a location other than his/her home teaching facility, the mileage from the individual 
faculty member’s home to the primary teaching location should be deducted from 
the actual miles traveled if the travel occurs when the faculty member would have 
traveled to teach at the Lebanon campus were the class offered there.  In 
situations where the mileage from one’s home to the teaching location is less, the 
lesser amount will be reimbursed.  In situations in which the faculty member travels 



 15 

during evening or weekend hours to evaluate student presentations at different 
community settings, the faculty member will be reimbursed for the entire amount of 
travel.  The travel reimbursement form may be found online on the M; Drive.  Open 
the McKCommon folder, and then the Provost/Associate Dean folder to find this 
form (Please see Appendix E for this form). 

Parking Areas and Permits 

Employees are to use parking areas as assigned by the Public Safety Office.  
Parking permits are available at no cost and are issued at the Public Safety Office.  
Persons desiring parking permits must present their driver’s license, proof of 
insurance, and the license number of the vehicle they wish to register.  Individuals 
with a short-term disability should contact the Public Safety Office to arrange any 
special parking requirements.  Scott AFB Center faculty will coordinate base 
access through the McKendree at Scott office.  If a Scott class is held on campus, 
parking arrangements must be coordinated with the McKendree at Scott office 
(618-744-0635) 

Payday 

Direct deposit of pay is mandatory.  Pay statements/advices for each employee 
may be obtained online through WebAdvisor.   
 

Professional Development Opportunities 

There are many opportunities to learn and dialogue with your colleagues at 
McKendree University.  Brown Bag lunches are held on Wednesdays at noon and 
a wide range of topics is presented.  Lunch and Learns are held on Thursdays at 
noon and cover topics of interest specifically to faculty and staff. e-Fridays are held 
on Fridays at noon and cover technology-related topics.  Each May, August, and 
January, Teaching for Excellence (T4E) workshops are held. Brown Bags, Lunch 
and Learns, and eFridays meet in PAC 222.  

Temporary and/or Emergency University Close-Downs 

This policy sets forth the compensation practice for certain University close-downs.  
Such close-downs shall be only as declared by the Board of Trustees and/or 
President of the University and shall include declared days of mourning and days 
set aside to honor a specified person or event.  The policy is applicable to unique 
one-time close-downs, which are generally not more than one day. 
 
With the possibility of inclement weather, the campus community will be notified in 
the morning between 6:00 a.m. and 8:00 a.m. as to how the University will function.  
One of the following messages will be reported on:   
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KTVI-TV Channel 2     
KMOV-TV  Channel 4     
KSDK-TV Channel 5 
KMOX-Radio 1120 AM 

  

 University Closed (only essential personnel report) 
 

 Snow Schedule (classes beginning at 8:00 a.m., and 9:00 a.m., are 
cancelled; 9:30 a.m. classes will begin at 10:00 a.m.  Normal class schedule 
resumes beginning with 10:00 a.m. classes.  All offices open at 10:00 a.m.) 
 

 Instructors teaching courses at locations other than the Lebanon campus 
should check their email and contact the director of their program for 
additional information.  For severe weather schedules at off-campus sites, if 
the site is open, then classes will be held. 

Use of University Properties 

The unauthorized loaning of University equipment to staff members and outside 
personnel is strictly prohibited.  The unauthorized loaning/use of University 
properties is cause for dismissal even for the first offense. 

Vehicle Policy 

The University maintains a fleet of vehicles to support collegiate activities.  
Vehicles are not provided for personal use, or rented to off-campus agencies or 
persons.  A minimum of four passengers is required for van usage.  The Director of 
Operations is the program administrator with the Chief of Public Safety providing 
back-up.  (Please see Appendix F for the Vehicle Request Form.) 
 
Please see the Employee Handbook for more details on the vehicle use policy. 
 
 
Do not elect additional insurance when renting vans or other vehicles.  The 
University is fully covered through our own insurance and any additional insurance 
would be duplicate coverage, resulting in unnecessary expenses.  If the rental 
agency indicates a requirement for the additional insurance, sign for the insurance 
and report the requirement to the Director of Human Resources.   
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Websites 

The following websites may be useful for you: 
 

 www.mckendree.edu  
The McKendree University website has many valuable pieces of 
information including an integrated calendar of upcoming events.   
 

 https://webadvisor.mckendree.edu  
WebAdvisor has useful information including class sections, class 
rosters, and this is where you will post your final grades.  If you have any 
questions about grades, please contact the Academic Records Office, 
Old Main, first floor (618-537-6816). 
 

 http://intranet.mckendree.edu/   

The intranet has additional information that is useful if you are doing 

academic advising.  It has many valuable links and allows you to email 

student groups (e.g., all of your advisees, all students in one class, etc.). 

The Employee Handbook resides on the intranet. 

 

 http://blackboard.mckendree.edu/   

Blackboard is our electronic course management system (CMS).  Every 

course has an attached Bb course where an instructor can upload 

syllabi, attach other course documents, set up online discussion boards, 

administer quizzes, and set up an online grade book. All faculty are 

encouraged to use Blackboard to support classroom instruction. 

 

 http://assessment.mckendree.edu  

All students and faculty use this page to complete end of the year course 

evaluations and upload syllabi.  This page also allows faculty to view the 

results of the student evaluations after the course has ended. 

http://www.mckendree.edu/
https://webadvisor.mckendree.edu/
http://intranet.mckendree.edu/
http://blackboard.mckendree.edu/
http://assessment.mckendree.edu/
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Academic Policies 

Academic Honesty 

As a campus of scholars and learners, McKendree University promotes the highest 
standards of academic integrity for all members of the community—students, 
faculty, and staff.   
 
Specifically, students may not plagiarize: they may not appropriate the words 
(verbal or written), ideas, music, computer code, test answers, research, or any 
other work of any other person in any work submitted to McKendree University for 
informal or formal evaluation without full, complete, and proper citation.  Plagiarism 
includes direct quotation, summary, or paraphrasing without full acknowledgement 
of the source of those words, ideas, and concepts. Plagiarism can occur with 
intent, and it can take place inadvertently; it is academic dishonesty regardless, 
and McKendree University does not tolerate such behaviors.   
 
Furthermore, students may not cheat on tests nor submit the same assignment for 
different classes; students may not submit the work of another student as their 
own.  That is, students may not copy papers, test, exam, or quiz answers; they 
may not provide a substitute test-taker; they may not change already evaluated 
work for re-evaluation; they may not use “cheat sheets” or other unauthorized test, 
exam, or quiz grades.   
 
When those standards are violated by students, the University has in place serious 
consequences.    
Faculty can report incidents using the Incident/Referral Reporting Form via 
WebAdvisor 
 
Please see the Undergraduate and Graduate Catalogs for consequences for 
academic dishonesty and additional information. 
 

Cancelling a Class 

If cancelling a class is unavoidable, the instructor should notify the appropriate 
faculty secretary who will post a sign on the classroom door to notify the students 
of the cancellation of class.  
 
If you are able to e-mail this cancellation information, send the e-mail to both 
faculty secretaries: Linda Gordon (lgordon@mckendree.edu) and Valerie Morkisz 
(vjmorkisz@mckendree.edu)  as well as to the Assistant to the Provost, Marsha 
Goddard (mggoddard@mckendree.edu.)   
 
If e-mailing is not possible, then call your designated faculty secretary (in Piper at 
537-6807, in Carnegie at 537-6808, or in the Nursing Division at 537-6437).   

mailto:lgordon@mckendree.edu
mailto:vjmorkisz@mckendree.edu
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If you cannot reach your designated faculty secretary, call the other faculty 
secretary or the Assistant to the Provost at 537-6810 until you reach one of them in 
person.  Do not simply leave a voice message; the secretary may not be on 
campus either. 
 
If you plan to attend a conference or will miss class for a period of time for personal 
reasons, you must complete the Faculty Request to be Absent Form (Appendix G), 
which may be found on the M: Drive in the McKCommon folder. Once there, open 
the Provost/Associate Dean folder, and then the Faculty Forms folder. 

Class Attendance 

Students voluntarily absenting themselves from class meetings assume 
responsibility for sanctions imposed by the instructor.  Each instructor has the 
responsibility of making clear to students in writing what the attendance policy will 
be in each course.  Unless otherwise stated, three hours of unapproved absence 
are the maximum allowable without academic penalty.   University sanctioned 
events are considered excused. For all Scott classes, roll must be recorded on the 
sheet provided and turned in with the final grade roster to verify student attendance 
for financial aid and VA purposes.   
 

Credit Hour Policy 

The goal for all courses at McKendree University is to provide students a high 
quality educational experience.  This can only be accomplished through faculty and 
student interaction coupled with assignments and learning activities appropriate to 
the course and level.  
 
In pursuit of this goal, McKendree University conforms to commonly accepted 
practices in higher education for assigning credit hours to courses.  While courses 
at the Lebanon, Illinois campus typically meet face-to-face for 16 weeks (15 weeks 
plus a week for final exams), we also offer courses in other time frames (e.g., one-
month, six-week and eight-week) and instructional methods (blended and online) 
both at the Lebanon campus and at our other external locations.  Regardless of the 
location, time frame, or instructional method, learning outcomes and student 
expectations are the same for all courses that carry the same catalog number. 
 
The Undergraduate Council, Graduate Council and faculty consider the learning 
outcomes and course requirements when determining appropriate credit hours for 
new courses.  The Registrar and Provost ensure that course scheduling conforms 
to the policies outlined in this document.  Class hours are understood to be 50-
minute hours per recorded hour in keeping with the standard Carnegie definition. 
 
Face-to-Face Courses 
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In face-to-face courses that meet for 16 weeks, students meet one hour per week 
for each credit hour and spend at least two hours per week doing related 
coursework outside of class.  For example, for a 3-credit-hour course, there is 
approximately 45 hours of classroom contact with an expectation of at least 90 
hours of additional outside work (e.g., reading, problem sets, assignments, 
research papers) over the course of the semester.  For courses that meet in a 
shorter time frame, hours spent in class and expectations for completion of related 
work outside of class are adjusted accordingly.  For example, for a 3-credit-hour 
course that meets for 8 weeks, students meet six hours per week in class and 
spend at least 12 hours per week doing related coursework outside of class. 
 
Lab Courses 
For most courses with a lab component, lab hours are included with the course 
(e.g., BIO-101 Introductory Biology is a four-credit-hour course, and meets for three 
hours of lecture each week plus an additional three-hour lab each week).  For 
courses with an optional lab, the course is three credit hours and the lab is 
assigned one credit hour (e.g. CHE-100 and CHE-102). 
 
Blended Courses 
In blended courses, students meet face-to-face for half or more of the class 
sessions and complete online assignments for half or fewer of the other sessions. 
Each online session includes appropriate instructional activities.  
 
Courses 
In 100% online courses, students spend the same amount of time doing 
coursework as they would in face-to-face courses.  For example, in 3-credit-hour 
courses, students are expected to spend 135 hours in online tasks and additional 
outside work for the course (e.g., reading, discussion boards, group projects, 
problem sets, assignments, research, papers).   
 
Independent Studies/Directed Studies 
Students enrolled in independent study or directed study courses spend an 
equivalent amount of time for these types of courses as those enrolled in face-to-
face, blended, or online courses.   
 
Internships 
Students enrolled in internships work at least 40 hours (graduate) or 45 hours 
(undergraduate) per credit hour and complete required assignments for each credit 
hour earned. 
 
Credit hours required for degree attainment: 

Associate degree: 68 credit hours 
Bachelor degrees: 128 credit hours 
Master degrees: 32-61 credit hours 
Specialist degree: 36 credit hours 
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Doctoral degree: 72 credit hours (36 included in Specialist degree plus 36 
additional) 

FERPA – Student Right to Privacy 

The Family Educational Rights and Privacy Act, also known as the Buckley 
Amendment, gives students 3 basic rights: 
 

◊  The right to inspect and review education records. 
◊  The right to seek to amend education records. 
◊  The right to have some control over the disclosure of information from 

education records. 
 
All educational institutions (elementary, secondary and post-secondary) that 
receive federal funds must comply with FERPA.  This includes McKendree 
University. 
 
Please see the Employee Handbook for more details about FERPA. 

 
When in doubt, err on the side of caution and do not release student educational 
information.  Contact the Office of Academic Records for guidance. 

Syllabi 

A syllabus is required for each class (see template in Appendix H).  The syllabus 
should contain the following information: 
 

 Title 

 Professor 

 Semester, Year and Time 

 Office Hours, Office Location, Phone and Email 

 Course Description 

 Course Pre-requisites (if applicable) 

 Required Textbooks 

 Recommended Textbooks 

 Library Resources 

 Course Objectives (cognitive, psychomotor and behavioral if applicable) 
o Connection to Academic Major and/or Institutional Requirements  

 Grading Scale and Criteria (Example): 
o The student’s final grade will be based on the cumulative total 

number of points from each of the following evaluation techniques: 
o Evaluation Type  Number Points Each  Total 

o Grading Scale 

 Course Content Narrative (should include all activities and requirements for 
completion of course) 
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o Quizzes 
o Written Exams 
o Final Exam 
o Written Papers 
o Presentations (individual and/or group) 
o Discussion/class participation 

 Academic Integrity Policy  

 Make up Work 

 Class Attendance 

 ADA Policy:  The department of __________________ conforms to the 
disability policies of McKendree University.  A student requiring assistance 
with the technical portions of the course should contact the Instructor or the 
Academic Support Center. 

 Course Outline (Daily or Weekly Format) 
 
Changes in a syllabus after the course has begun should not be made except 
when justified by unexpected circumstances.  In that case, changes should be 
made only with sufficient notice to the class and without prejudice to the standing of 
any student.  In addition to providing copies of the syllabus to each student, the 
instructor must upload syllabi via the course assessment online system.  To 
upload syllabi, access http://assessment.mckendree.edu, enter username and 
password, and follow instructions. For assistance, contact the Associate Dean. 
 
For Scott classes, it is expected that the syllabus will be provided to the 
McKendree at Scott office by the 15th of the preceding month.  The office will then 
provide a copy to students as they register.  

http://assessment.mckendree.edu/
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Academic Records 

Academic Records Office 

The Office of Academic Records is primarily responsible for maintaining and 
reporting the academic record of students.  This includes assisting students in 
registering themselves online for classes and collecting grades from instructors 
when classes end.  This section is an overview of what is expected of instructors 
with regard to several important functions of the Records Office.  Please take 
time to carefully read these materials. Call 537-6819 if you have any questions. 
 
Academic Records Office Personnel  

 
Suellen Holtgrave 
Senior Records Assistant  
Phone:  537-6818 
email: sholtgra@ mckendree.edu 

Debbie Larson 
Assistant Dean and Registrar 
Phone: 537-6816 
email: dlarson@ mckendree.edu 
 

Thomas Hanley 
Assistant Registrar 
Phone: 537-6957 
Email: thanley@mckendree.edu 
 
Maeda Sparn  
Records Assistant  
Phone:  537-6819 
email: msparn@mckendree.edu 
 

Anna Gray 
Records System Specialist 
Phone:  537-6817 
email:  amgray@mckendree.edu 
 
 

McKendree Email 
Each faculty member is assigned an email account and all instructors are 
expected to use that account to conduct McKendree business.  Important 
reminders and other informational items will be sent to that email address.  
Please check your McKendree email on a regular basis. 

Classroom Assignments 

Classrooms are assigned by the Office of Academic Records.  Please contact 
the Academic Records Office at 537-6818 before moving your class to 
another room.  Do not assume that a classroom will be available all semester 
just because it is empty the first or second night of class—always contact the 
office before you change classrooms.  Also, please be considerate of other 
instructors and students.  If you change the seating arrangement in a room, 
please move it back at the end of a class.  Do NOT move chairs or desks from 
one room to another. 
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Class Rosters 

A list of students enrolled in your classes will be distributed for each course (you 
may also view rosters online via WebAdvisor).  Please check attendance in your 
class and follow the instructions printed on the memo attached to the roster(s) 
you receive.  Those instructions include a request to mark off any students who 
are not attending class.  A letter requesting the student to officially drop the class 
in the Academic Records Office will be sent to each student who is crossed off 
your list.  If the student does not drop, he/she will receive a grade of WW 
(withdrawn without permission) which will reflect negatively on his/her GPA.  THIS 

GRADE IS PERMANENT AND CANNOT BE CHANGED, THEREFORE, IT IS EXTREMELY 

IMPORTANT THAT STUDENTS WHO ARE NOT ATTENDING CLASS BE REPORTED SO THEY 

CAN BE CONTACTED.  Please see that these rosters are marked properly and 
returned to the Academic Records Office by the due date.  Rosters are due in the 
Records Office BY NOON on the due date. 
 
NOTE:  The first set of rosters distributed in any semester for full and first half-
semester classes do not have to be returned to the Academic Records Office.  
They will not have any instructions attached.  Official rosters will be distributed 
after the last day to add classes (one week after the start of the semester). 

Students Attending Class Who Do Not appear on the Class Roster 

Do not allow a student to continue attending your class if he/she does not appear 
on your roster.  Send him/her to the Office of Academic Records to officially 
enroll in the course.  He/she will receive a new copy of his/her schedule; please 
request to see it before you allow the student to attend or check WebAdvisor to 
confirm that he/she appears on your roster. 

Drops 

Students are required to formally add and drop courses with the Office of 
Academic Records.  Forms may be obtained in the office or on the web page.  If 
a student tells you that he/she is dropping your class, please instruct him/her to 
do so in writing with the Office of Academic Records.  You will not be permitted to 
drop classes for students; simply informing an instructor does NOT constitute an 
official drop.  If students do not complete the process, they will still be liable for all 
tuition and fees and will receive a grade of F or WW at the end of the term.   

Grades 

Students must receive a grade for every class in which they are enrolled, 
including science and computer lab courses.  Students in lab courses should be 
given either a P (Pass) or F (Fail). 
 

Grade Entry 
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Grade memos are distributed approximately one week before classes end.  
Grades will be entered by the instructor using WebAdvisor.  Instructions are 
attached.  Please read and follow all instructions carefully. 
 

 Do NOT leave a grade blank.  Give each student a letter grade, a WW (for 
students who did not attend but did not officially drop the course) or an “I” for 
an incomplete grade.  A blank grade will be recorded as a “WW.”   
 

 Please note that the grades “A+,” “D+,” or “D-” are not accepted.  WebAdvisor 
will not accept these grades. 

 

Please enter your grades on time.  Due dates and times are not optional. 

 
All one-month course grades will be due by 5:00 PM on the due date.  End of 
semester grades will be due by NOON on the due date.   Due dates are printed 
on the memo attached to the grade roster and are also listed on the Records 
Office Calendar. 

Mid-Term Grades 

Faculty must submit midterm grades for students who are in danger of failing.  
Only grades of “D” or “F” are reported (and “C-” for nursing students only).  
Those rosters should be returned to the Records Office for entering.  PLEASE 
DO NOT ENTER MID-TERM GRADES VIA WEBADVISOR!! 

Grade Changes 

The policy for changing a grade other than an Incomplete is explained on the 
Grade Change form.  The forms may be obtained in the Records Office and 
when completed should be sent to the School/Division Chair and the Provost for 
approval.  The form will then be forwarded to the Records Office. 

Incomplete Grades 

If a student is unable to complete course requirements on time he/she may 
request that you assign an Incomplete and allow him/her to finish the course 
work late.  It is entirely up to you as to whether you agree to give a student an 
Incomplete or not.  If you do agree, be sure the student understands what is 
required of him/her, and enter an “I” in WebAdvisor.  When the student has 
completed the work and you wish to assign a grade, complete a Grade Change 
form (you may obtain them from the Records Office) and send it to the 
Division/School Chair and the Provost for their approvals.  The form will then be 
forwarded to the Records Office. 
 
Please remember when assigning an incomplete grade: 

 A student has only until the end of the following semester to complete the 
coursework.  Summer terms will not be counted as a semester for spring 
term. Incompletes must be completed by the end of the following fall 
semester (except in the case of graduating seniors - in order to keep a 
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May graduation date they must complete coursework by the end of 
August). 

 At the end of the following semester you will receive a list of all 
outstanding Incomplete grades and a reminder of the final due date.  If 
you do not assign a grade by that date, the grade will revert automatically 
to an F. 

 If you feel circumstances warrant an extension of the Incomplete you must 
complete a grade change form asking for an extension.  The Incomplete 
will then be extended one more semester. 

Incomplete grades may be awarded only to students who specifically request 
them due to extenuating or unforeseen circumstances that prevent them from 
completing course requirements (e.g., illness, injury, death in the family). Do not 
enter the grade of “I” for students who simply fail to submit assignments or 
complete exams by the end of the term. 

In Progress Grades 

Students enrolled in Master’s level research classes who do not complete by the 
end of the term should be assigned a grade of IP (In Progress).  If the work is 
completed in the following semester the grade will be changed to the grade 
earned (a Grade Change Form should be used).  If the work is not completed in 
the next semester a grade of NC (No Credit) will be assigned.  Students 
receiving a grade of NC must register for that phase of their studies again and 
pay full fees.   
 
Students who receive an IP in the term in which they plan to graduate will have 
their graduation date moved forward to the next date (i.e., a grade of IP in the 
spring term will cause their graduation date to be moved to August). 

Not Submitted Grades 

If an instructor does not submit grades when they are due, the Records Office 
will assign a grade of NS (Not Submitted) to each student in the class.  Students 
will be notified by email that grades were not submitted in a timely manner by the 
instructor, and they will be advised to contact the instructor if they have 
questions. The instructor will then be required to complete a paper grade roster 
to change the grades from NS to a letter grade. 

Grading Procedures – WebAdvisor 

To access WebAdvisor: 
 
1. Open any internet browser (Netscape, Internet Explorer, etc.) and type 

webadvisor.mckendree.edu in the address line. 

If you are logging in from a computer on McKendree’s campus, you may 
simply type webadvisor in the address line.  Log in using your network 
username and password. 
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2. Click on Faculty. 
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To access your course(s) for grading: 
 

1. Click on Grading. 
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2. The Grading screen will appear.  You will be asked to select either a term or a 
range of dates to restrict your search.  NOTE:  You cannot type the term in, 
but must select it from the drop-down box.  You may have to scroll down to 
find the correct term. 
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3. A list of all of the courses you are teaching during the selected term will 
appear.  You must select Final Grading from the drop down box and click in 
the Choose One box even if only one course appears. 
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4. The Final Grading screen will appear.  You can scroll down to see all of the 
students.  Only currently enrolled students will appear.   

 
 

NOTE:  You MUST submit a grade for every student who appears on this roster 
even if you think the student has dropped the course.  If they appear, they did 
NOT officially drop.  If you have questions about a student, please call the 
Records Office.  Do NOT assign a grade of W, WP, or WF to a student who 
appears on the roster.  If they stopped showing up for class, give them the grade 
they earned or a WW (withdrawn without permission).  Do not leave a grade 
blank, if the student has stopped attending class, give him/her a WW 
(withdrawn without permission). 
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To enter grades: 
 

1. Place the cursor in the first box in the Grade column and enter the grade (you 
do not need to enter the grades in capital letters).  DO NOT PRESS THE 
ENTER KEY!!  The program assumes you are finished and ready to submit 
grades when you press the Enter key.  Press the Tab key twice to get to the 
next grade box.  Continue entering and tabbing until all of the grades are 
entered.  NOTE:  Do NOT enter an expiration date, even if you assign a 
grade of Incomplete. 

VERY IMPORTANT NOTE:  Be very careful to enter ONLY grades that are 
allowed at McKendree.  If you accidentally type in an E instead of a D, the grade 
will not be accepted.  The same goes for A+, D+, and D-.  The program will allow 
you to enter the grade and submit it (as I did above), but you will get an error 
message after you submit.  It is wise to check the grades carefully after you have 
entered them, before you press the enter key or click Submit. 
 

The following grades may be entered:  A, A-, B+, B, B-, C+, C, C-, D, F, I and 
WW.  For graduate courses only, a grade of IP (In Progress) may be 
entered. 
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2. When you have finished entering and checking grades, either press the Enter 

key or click the Submit button. 
 
If you have entered an invalid grade, the Final Grading screen will reappear with 
an error message at the top.  It will tell you which grade was invalid and which 
student it was entered for.  Enter the correct grade and Submit again.  
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When the grades have been entered and submitted properly, the following 
screen will appear. 
 
If you need to enter grades for more than one class, select the Grading option 
again. 
 
 

TIMING OUT: For security reasons, WebAdvisor is currently set to throw us 
out after we have been logged in for 30 minutes.  If you are entering grades 
when you time out, the grades will NOT be entered into the system even 
though they appear on your screen as if they have.  Please pay attention to 
how long you have been logged in, and exit and re-enter WebAdvisor if 
you’re getting close to the 30-minute limit. 

  



 35 

To change grades: 
 

1. Until the grades are verified, you can change the grade in WebAdvisor.  To 
change a grade you have entered, follow the above procedure, click in the 
grade box of the grade you are changing, and type in the new grade.  Then 
submit the grades. 

 

The grades that you enter will NOT appear on the students’ records until they are 
verified by the Records Office.  This process places the grades on the students’ 
transcripts.  You can make changes to grades ONLY until they are verified.  
After verification, the system will allow you to change the grade on the screen, 
but after you submit them, the following screen will appear: 

 
All of the grades remain as you submitted them, and you must then complete a 
Grade Change form in order to have the grade changed. 
 
We run the verification process every afternoon at approximately 4:45 to verify 
dropped grades entered that day, so if you enter your grades earlier than the 
date that grades are due and then change your mind, you must submit a Grade 
Change form even though it is before the official due date. 
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On the date that monthly grades are due, we will verify grades several times 
during the day, and again just before 5:00 PM.  During the week that final grades 
are due, we will verify the grades several times a day beginning on Monday so 
that if students check their grades they will be able to see them. 
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Academic Support Services 

Academic Support Center 

The McKendree Academic Support Center] offers assistance to all students in 
organizing written work, improving skills in reading and study methods, and 
reviewing mathematics.  Free tutoring in all subjects is also available through the 
center.  Information may be obtained by calling the Director of the McKendree 
Academic Support Center at 537-6850.  Faculty can refer students using the 
Incident/Referral Reporting Form via WebAdvisor 
 
 

Career Services 

The Career Services Office, located in Clark Hall 104, provides a variety of 
services to acquaint students with career options.  Individual career counseling, 
interest and career assessment and career exploration workshops offer students 
the opportunity to examine possible majors and careers.   The staff also offers 
assistance with resume preparation, job search correspondence, and interview 
skills.  Information regarding graduate school admission is also available.  The 
Director of Career Services may be contacted at 537-6806. 

Counseling Services 

Psychological counseling services are available to students in Clark Hall LL02.  
Students may contact the Director of Health Services, 537-6503, to make an 
appointment with one of the counselors.  Faculty can refer students using the 
Incident/Referral Reporting Form via WebAdvisor 
 
 

Early Alert Program 

The Early Alert Program was established to help identify and assist students who 
might be experiencing academic problems.  The program is designed to interact 
with the student when poor academic behaviors are initially exhibited in class.  
Faculty members initiate the process by reporting incidents using the 
Incident/Referral Reporting Form via WebAdvisor.   

Holman Library 

The facilities of Holman Library are available to all employees and dependents 
with the understanding that the guidelines and procedures established by the 
Library for such use are followed. The library is an obvious resource for the 
instructional program. In addition to books, periodicals, and reference materials, 
the library provides a variety of audio-visual equipment such as slide projectors, 
overhead projectors, tape recorders, film projectors, and VCRs. These may be 
checked out or used in the library audio-visual area or Instruction Room 
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(reservation required). Proper identification is required for checkout. To request 
new materials for the library, contact the Technical Services at 537-6951.  
Hours may vary during interim, holidays, summer and emergencies. Please call 
537-6950 or visit the library website to confirm the schedule. 
 

Instructional Media Services 

Most classrooms or classroom floors at McKendree University are equipped with 
a VCR/DVD player, data projector, and overhead projector and have network and 
Internet access.  If the room you are assigned is not properly equipped for your 
instructional media needs, or if you have special needs in this area, contact the 
User Support Technician at 537-6822.   

Technology – Blackboard Course Management 

You will be assigned a Blackboard account so you may develop a course website 
for your students.  This is a particularly effective way of maintaining contact with 
students during your off-campus hours, though the website also has on-line 
grade-book, discussion board, quiz and survey builder, and various other 
features that can be helpful as classroom supplements.   

Writing Resource Center 

The Writing Resource Center offers students assistance with all aspects of the 
writing process and research and documentation.  The Center also offers in-class 
seminars for instructors and supports faculty who are teaching courses 
designated as Writing Intensive (W).  Faculty can refer students using the 
Incident/Referral Reporting Form via WebAdvisor 
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Assessment of Courses/Instructors 
 
Tenure track faculty are evaluated for teaching effectiveness by means of 
student evaluations and other procedures (please see the Faculty Manual for 
more details). 
 
Associate faculty are evaluated for teaching effectiveness by means of student 
evaluations and, when deemed necessary, by authorized personnel (e.g., School 
or Division Chair and/or Program Director).  These evaluations are reviewed by 
the appropriate school or division chairperson and the Associate Dean.  A 
summary is available 14 days after the class ends via 
http://assessment.mckendree.edu. 
 
The mission of McKendree University is to provide a high quality educational 
experience for our students.  We use the assessment.mckendree.edu system to 
provide valuable information about our teaching endeavors. There are three 
primary parts of assessment.mckendree.edu: 
 

1.)  We ask that all faculty upload their syllabi into the system. 

 

2.) Faculty should encourage their students to complete their course 

evaluations BEFORE the last day of the class.  Faculty can see the 

results 14 days after the class ends. 

 

3.) After the class has ended, faculty should complete a brief self-evaluation 

about each class. 

 
Troubleshooting--Common issues for faculty and students include: 

 Placing a “www” in the webpage address (there is NO www prefix) 

 Trying to complete the assessments after the class (encourage your 

students to complete all course evaluations BEFORE the last day of 

class) 

 Some businesses, schools, etc. have very high security settings that 

may not allow a person to access the forms 

 Not all courses appear on the system; faculty granted tenure prior to 

2010 have the choice to have their courses in the system. 

If you have any questions about the course evaluation system, please contact Dr. 
Tami Eggleston, Associate Dean, at 618-537-6926 or tegglest@mckendree.edu.   
If you have trouble logging in or other IT problems associated with the 
assessment page, please contact the IT helpdesk. 
 

http://assessment.mckendree.edu/
mailto:tegglest@mckendree.edu
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This online assessment system has proved very useful, we have received good 
return rates, the feedback seems more substantial, and we are saving time and 
paper with this system.  More information about the evaluation process is 
covered during the Teaching for Excellence workshops each semester.   
 

1.  Go to http://assessment.mckendree.edu 

  
2.  Type in your user name (e.g., bbearcat) and your password. 

 
 
 

 
 

3. At the welcome screen you have many options. 

To upload a syllabus or do a self-evaluation:  
Under My Courses go to Courses Taught. 

 
 

http://assessment.mckendree.edu/
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4. Click on the course section of your choice to upload a syllabus or 

complete a self-evaluation 

 
 
 

5.  To upload a syllabus click the Upload Syllabus link 

 
6. Browse your computer to find the appropriate syllabus and upload 

syllabus 

 
7. At the end of your class you have up to seven days to complete your self-

evaluation.  Under the Courses Taught above you can click on the Self-

Evaluation link 
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8.  Complete the course self-evaluation form for each class. 

 
9. Fourteen days after your class has ended (based on the date in Datatel) 

you can return to assessment.mckendree.edu and under My courses click 

on Results 

 
 

10.  Click on the course section of your choice to review the results for that 

course.   

 
11. Click on View Results  
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12.  The results page shows you the class title, the term, the dates, the 

instructor, and the enrollment 

 

 The top columns show your course and the number (n) completing the 

evaluation as well as a column for your division/school and all courses.  

 The course evaluation results include Yes%/No % for demographic 

questions and means and standard deviations for the next section.  The 

scale is 1-5 with 5 being strongly agree or the best. 

 There are open-ended comments. 

 There is also a section that asks the perceived and received grades of 

only the students who completed the evaluation for your course. 
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A Few Words about University Teaching 
  

For those beginning to teach at the University level or who have been away from 
the classroom for a while, a few tips about University teaching may be helpful. 
 

1. Follow the basic rules of good speech while making your 
presentations in class.  Organize your thoughts into a written or at least 
a mental outline.  Speak clearly and not too rapidly.   Use the whiteboard, 
smartboard and/or overhead projector appropriately.  Maintain good eye 
contact with the class.  Use appropriate humor.  Summarize. 

 
2. Vary your classroom activities and mode of presentation.  This is 

especially important with one-month intensive courses, where the 
individual session can get very long and tedious if there is not sufficient 
variety.  Use guest speakers if you have the opportunity.  Call on students 
to make presentations.  Alternate between lecture and discussion within 
the same class hour.  Vary the seating arrangement to suit different 
modes of presentation.  Introduce simulation exercises and other high-
involvement activities at every opportunity.   

 
3. Respect your students.  This is essential for effective teaching and may 

be demonstrated in many ways. 
 

a. Show interest in their experiences.  Research has shown that 
the most successful teachers are those who are genuinely 
interested in students as people as well as students.  You will find 
that many have work obligations and experiences in addition to 
their classes.  These experiences affect their understanding of what 
you are trying to teach, and can sometimes provide examples to 
illustrate points and as a means to bring lessons home with greater 
impact.      

 
b. Let students know that you expect their best effort.  Research 

suggests that, in general, students are more strongly motivated by 
higher expectations.  At the same time, avoid overestimating the 
students’ abilities.   

 
c. Don’t assume that students know the basics of your discipline.  

This is especially important in relation to terminology and 
vocabulary.  Stress key terms and explain how they are used.   

 
d. Take time with students’ questions and written work.  Give 

quizzes, exams, and assignments which invite comment when you 
grade them.  Include words of encouragement wherever you can.  
When criticism is required, be objective.  When a student does a 
particularly good paper or assignment exercise, use it (with the 
author’s permission, of course) as an example for other students in 
the class. 

 



 45 

 
e. Encourage students to ask questions during class.  Questions 

give some indication of how well the class comprehends the 
material and provide an opportunity for clarification and elaboration.  
When a student asks a question, reward him or her with a smile, a 
thoughtful expression, a “good question” comments, and an 
invitation to other students to add their own questions and 
comments.  Involving students in the class can contribute 
significantly to the overall effectiveness of your presentation. 

 
f. Make your expectations clear.  Discuss your syllabus at the first 

class meeting to ensure that each student is aware of and 
understands course policies and procedures.  It is especially 
important to emphasize your criteria for grading. 

 
g. Keep your promises, implicit and explicit.  Do not change your 

expectations once you have made them known to students.  In the 
rare case that a syllabus revision is necessary, present it in writing 
to each student.  Meet each class for the scheduled time.  Avoid 
major digressions from course objectives.  Evaluate students’ work 
objectively and return graded materials in a timely manner. 

 
h. Be sensitive to students’ tender spots.  If there are subjects that 

may make students uncomfortable, be certain those subjects are 
essential parts of your course before you bring them up.  
Remember, too, that some students are offended by what they 
regard as bad language; many may have chosen to attend a 
church-related University such as McKendree partly because they 
expect, at such a University, not to be offended in this way.  Try to 
respect these preferences of students, with only such exceptions as 
are required in order to convey the material you are teaching. 

 
i. At all costs, avoid humiliating students.  It is never acceptable 

practice to insult or humiliate a student, either in private or in front 
of other students.  Remember that students often have a lofty 
perception of your expertise and authority, and that even the 
gentlest criticism, if delivered in public, may be experienced as a 
deep personal embarrassment.  Tread very carefully with students’ 
feelings.   

 
j. Take time to prepare for your classes.  Never “wing it”.  Do not 

make the mistake of assuming that anecdotes from your 
professional experience can substitute for the teaching of important 
concepts.  Your students will see through that every time. 

 
4. Do not hesitate to seek help if problems arise related to your 

teaching.  This handbook is largely devoted to letting you know the 
resources that are available.  Full-time faculty colleagues are often willing 
to make suggestions or visit your classes as observers.  Contact your 
division chair or the Associate Dean.   
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The University mission statement begins with, “The mission of McKendree is to 
provide a high quality educational experience to outstanding students.”  One of 
the purposes under the mission is, “To offer undergraduate, graduate, and 
professional programs to develop our students’ knowledge, analytical abilities, 
research capabilities, creativity, and sense of identity.”   
 
One beneficial tool to use when writing course objectives and evaluation 
questions are the action verbs related to Bloom’s taxonomy. 

 
BLOOM’S TAXONOMY 

 
KNOWLEDGE – who, what, why, when, how, where, choose, find, match, define, 
label, show, which, spell, list, name, tell, recall, select, omit. 
 
COMPREHENSION – compare, contrast, demonstrate, interpret, explain, extend, 
illustrate, infer, outline, relate, rephrase, translate, summarize, show, classify. 
 
APPLICATION – apply, build, choose, construct, develop, interview, make use 
of, organize, plan, experiment with, select, solve, utilize, model, identify. 
 
ANALYSIS – analyze, categorize, classify, compare, contrast, discover, dissect, 
divide, examine, inspect, simplify, survey, take part in, test for, distinguish, list, 
distinction, theme, relationships, function, motive, inference, assumption, 
conclusion. 
 
SYNTHESIS  - build, choose, combine, compile, compose, construct, create, 
design, develop, estimate, formulate, imagine, invent, make up, originate, plan, 
predict, propose, solve, solution, suppose, discuss, modify, change, original, 
improve, adapt, minimize, maximize, delete, theorize, elaborate, test, improve, 
happen, change. 
 
EVALUATION – award, choose, conclude, criticize, decide, defend, determine, 
dispute, evaluate, judge, justify, measure, compare, mark, rate, recommend, rule 
on, select, agree, appraise, prioritize, opinion, interpret, explain, support, 
importance, criteria, prove, disprove, assess, influence, perceive, value, 
estimate, influence, deduct. 
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Associate Faculty Information 
 

Employment Process 

A person seeking employment as an associate faculty member in a particular 
discipline must submit a detailed resume to the Chairperson of the appropriate 
academic school or division.  The candidate must possess at least a Master’s 
Degree in the field with at least 18 hours of coursework in the discipline to be 
taught; the University will seek persons with doctorates whenever possible.  After 
the Chairperson, colleagues and Associate Dean have reviewed a resume, they 
may invite the candidate for an interview.  If the University hires the candidate, he 
or she must submit the following to the Office of the Academic Affairs:   
 

1. a current resume, including phone numbers where the faculty member 
may be reached 

2. official transcript of undergraduate (where appropriate) and graduate 
degrees 

3. personnel papers identified by the University 
 
These materials will be placed in the employee’s personnel file and retained as 
part of a permanent personnel record. 

Employment Verification 

It is the responsibility of the instructor to fill out and return an Employment 
Eligibility Verification (I-9) form, Illinois withholding form, W-2 and W-4 forms as 
required by law.  These forms are available in the Human Resources Office.     

Part-Time Employee Definition 

Part-time work is defined as being employed for less than a normal work week 
and work year.  Any employee who works less than 20 hours a work week is 
defined as part-time.  All associate faculty, i.e., all faculty whose services are 
contracted for on a course-by-course basis, are considered part-time employees 
regardless of teaching load carried.  Part-time employees are eligible only for the 
fringe benefits of certain holidays, Social Security Workman’s Compensation and 
Unemployment Insurance Compensation.     
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McKendree University Part-time Associate Faculty Activity Checklist 

 

Activity Details Time Frame Contact Person 

Agree to teach a 
course 

 Before the start 
of the semester 

Division/School 
Chair or Program 

Director 

Complete 
necessary paper 

work 

Forms with HR 

Sign IT user agreement 

Before the start 
of the semester 

Division/School 
Chair or Program 

Director 
Also  HR 

Turn in materials Transcripts, 3 letters of 
reference, and current vita 

Before the start  
of the semester 

Associate Dean 

Verify and 
Obtain textbook 

In some cases the book 
may already be selected in 
other cases may have to 

order book 

Before the start 
of the semester 

Division/School 
Chair or Program 

Director and 
Bookstore 

Upload your 
syllabus 

Go to 
assessment.mckendree.edu 

Early in the 
semester 

Associate Dean 

Return Course 
Roster 

You can see current roster 
on WebAdvisor 

After first week 
of class 

Academic Records 
Office 

Provide student 
referrals 

If a student is missing class 
If a student needs writing or 

tutorial help 
If a student needs 

counseling 
Incident/Referral Reporting 

Form via WebAdvisor 

Throughout the 
semester, the 

earlier the better 
for the student 

Student Affairs 
Writing Center 

Academic Support 
Center 

Student Health 
Services 

Complete athlete 
progress reports 

You will receive an email 
with a spreadsheet for 
athletes in your class 

Throughout the 
semester 

Athletics 

Submit midterm 
grades 

Midterms are only for D & F 
grades and are done on 

paper 

Midterm Academic Records 
Office 

Submit final 
grades 

WebAdvisor Finals Academic Records 
Office 

Encourage your 
students to 

complete their 
course 

evaluations 

Please encourage students 
to go to 

assessment.mckendree.edu 

BEFORE  
The last day of 

class 

Associate Dean 

Complete your 
faculty self-
evaluation 

Go to 
assessment.mckendree.edu 

Up to 7 days 
after the last 

class 

Associate Dean 

View your 
course 

evaluations 

Go to 
assessment.mckendree.edu 

14 days after the 
class has ended 

Associate Dean 

Attend Teaching 
for Excellence 

Workshops and 
other training 

options 

We have T4E workshops 
each August, January, and 

May.  We have other 
workshops on Blackboard, 

etc. during the year 

August, January, 
May and others 
during the year 

Associate Dean, 
Division/School 

Chair or Program 
Director 
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Full-time Faculty Information 

Business Cards 

Faculty members who need to order new business cards or order replacement 
cards should contact their respective School/Division Chair.  The faculty member 
is responsible for providing the following information: 

 Name, Credentials 

 Title (i.e., Program Director of ……) 

 Faculty Appointment Title (i.e., Assistant Professor of …..) 

 Email address 

 Office Phone and Fax Number 

 School or College  
 
The School/Division Chair will forward the information and a “proof” will be 
provided to the faculty member for review before the cards are printed. 
 

Keys 

Key control is absolutely essential if the University is to maintain the level of 
safety required to protect our personnel, students, equipment, and supplies.  
Expanded procedures regarding key issue and control are maintained in the 
Human Resources Office. 
 

1. To obtain a key, the employee must submit to the Office of Human 
Resources a Maintenance Work Order or email to hr@mckendree.edu 
identifying employee, building, specific key(s), and approval by the 
Department Head or Chair. 
 

2. The Office of Human Resources reviews the Work Order/email and 
forwards same to the Maintenance Supervisor. 

 
3. Requested key(s) will be cut by the locksmith and delivered to the 

Office of Human Resources for control and subsequent 
distribution/issue.  The key should be available for pickup in the 
Human Resources Office within two days. 

 

 4. An employee who has lost a key is responsible for the replacement 
cost. 

 
When employment is terminated or when possession of the key(s) is no longer 
necessary, the key(s) must be returned to the Office of Human Resources.  All 
University property, including keys as well as other equipment, must be returned 
to University control before the employee's final check shall be issued. 
 
Public Safety shall be contacted to gain access to locked buildings and 
classrooms.  Contact Public Safety at 537-6911 or 618-792-3500.  
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Name Tags 

Faculty members who need to order a new name tag or a replacement tag 
should contact their respective School/Division Chair.  The faculty member is 
responsible for providing the following information: 

 Name, Credentials 

 Title (i.e., Program Director of ….) 

 Faculty Appointment title (i.e., Assistant Professor of….) 

 School of College 

Purchasing 

To purchase office and educational supplies, please consult your School/Division 
Chair to determine established purchasing procedures, which may vary. As an 
educational institution, the University is considered a non-profit organization and 
is exempt from paying federal excise and state sales taxes.  Purchasing for 
private use violates that exemption and it is not permitted. Purchases may be 
made from the University bookstore by all employees at a discount. Examples of 
items for which a purchase order must be completed are business cards and 
educational supplies. The Purchase Order form (Appendix I) must be completed 
and returned to your division/school chair for approval.  The Purchase Order form 
may be obtained online on the M: Drive in the McKCommon folder, within the 
Admin and Finance folder. Then open the Administration and Finance folder to 
find the Reimbursement Guidelines folder.    For more information on purchasing, 
see the Employee Handbook. 

Travel and Faculty Development Reimbursement 

The office of Academic Affairs seeks input from the Student Learning, 
Assessment, and Teaching Effectiveness (SLATE) committee to administer 
available faculty development funds to full-time faculty.  The Associate Dean 
administers these funds and will send out details about the availability and 
procedures before the beginning of the fall semester. 
 
The following is the McKendree University policy on reimbursements:  “All 
employees requesting payment for reimbursable expenses incurred for travel on 
behalf of McKendree must submit a travel and expense voucher with original 
detailed receipts attached.  All account numbers, names, dates, reasons for the 
travel, recruit names, and/or detailed explanation must be included with the 
request. When using a personal vehicle for McKendree travel, the University will 
reimburse mileage at the current rate per mile.  Gasoline is only reimbursable 
when using rental cars or college vehicles.”  Due to auditing and accounting 
procedures, we cannot reimburse a non-itemized receipt.    
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School/Division Chair and Program Director Information 

 
 
As a chair or program director, it is your responsibility to inform full-time and part-
time faculty about the following: 
 

 Hiring procedures 
 

 Absences 
 

 Assessment procedures (e.g., uploading syllabi, course evaluations, etc.) 
 

 Faculty Development Opportunities (e.g., workshops, faculty travel) 
 

 Security and emergency procedures 
 

 Syllabi templates and expectations 
 
 
As a chair or director, you also have responsibilities for the following (Appendix J 
has additional guidelines and timelines): 
 

Academic Program Review 

Information about the Academic Program Review Process and Schedule can be 
found  in the McKCommons folder, under the Provost_Associate Dean folder.  
Chairs play a key role in the success of this endeavor. 

Catalog Changes 

Substantive changes to the catalog must be approved by the appropriate 
procedures (please see Organizational Structure and Approval Process below). 
 
Minor changes or corrections to the Undergraduate Catalog may be submitted to 
the Associate Dean by the School/Division Chair.  Minor changes to the 
Graduate Catalog may be submitted to the Director of Graduate Admission. 
 
Changes requiring full faculty approval must be completed before January to be 
included in the upcoming Undergraduate Catalog or February for the Graduate 
Catalog. 
 

Challenges to Academic Decisions 

Please see the Undergraduate Catalog where there is a description of the grade 
appeal process and procedures.  (Look in the index under Grade Challenges.) 
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CSI Forms 

If there are any changes to the course schedule (e.g., time, instructor) after it has 
been published, a CSI form must be filled out electronically, signed by the 
school/division chair and/or program director, and sent to the Provost’s Office for 
approval.  Please complete the entire CSI form. 
 

Evaluations 

Chairs must evaluate faculty members for purposes of FEC/CRPT committee 
review. A sample evaluation for faculty teaching and a sample checklist for 
evaluating a faculty member for renewal or tenure can be found in Appendices K 
and L.  Additional information can be found in the Faculty Manual. 
 
Chairs should also review part-time faculty evaluations each semester.  It is also 
advisable for either the chair or program director to observe associate faculty 
periodically. 
 

Faculty Searches 

Associate Faculty: 
 
When it is necessary to hire associate faculty, ads should be sent to the 
Associate Dean and the Director of Human Resources. All materials submitted 
for the position should go through the Human Resources Office as the Director 
needs to receive them.  Usually application materials are then sent to the 
Associate Dean and he/she forwards them to the Chair unless another 
arrangement has been made. The Chair, in cooperation with the appropriate 
School/Division faculty, handles the hire.  Once an associate faculty member is 
hired, he/she must meet with the Director of Human Resources to complete the 
employment process. All supporting materials, including resume, official 
transcripts and three letters of recommendation and a CSI form should be filed 
with the Associate Dean’s office (the CSI form is only needed if a change to the 
schedule is necessary).  
 
Full-time Faculty: 
 
The Provost’s Office determines which new full-time faculty will be hired each 
year. Information regarding the designation of the search committee and how a 
search should be conducted can be found in the Faculty Manual. 
 
For all new hires, a qualified faculty form should be completed and sent to the 
Provost for full-time faculty or to the Associate Dean for part-time faculty. 
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Grievance Process 

Please see the Faculty Manual. 
 

Organizational Structure and Approval Process  

The university’s organizational structure consists of the following academic units:  
  

 

 

 

 
 
Each academic unit has college/school-level curriculum committees to address 
academic issues within each college/school. Under this model, minor changes are 
approved at the college/school level. Substantive changes (e.g., new courses or 
programs) require university-level approval.   
 
Substantive academic changes approved by college/school curriculum committees 
must also be approved by the Undergraduate or Graduate Council, depending upon 
the program level involved. All changes approved by the Undergraduate or Graduate 
Council are then recommended for approval by the full faculty, the Provost, the 
President, and the Board of Trustees.  
 
Some changes also require approval of the Illinois Board of Higher Education (IBHE) 
and the HLC.  
 
Proposals to establish a new location for an existing program or to create an online 
delivery format for an existing program must be approved by the Executive Director 
of Online and External Programs, the Provost, and the President. In addition, the 
Board is notified, and change requests may be required by the IBHE and/or the HLC, 
depending upon the nature of the change (see Appendix M). 

Purchasing  

Please see the Employee Handbook for complete details on the purchasing 
policy. 
 

Qualified and Competent Faculty Form 

When hiring any new faculty members, please complete a Qualified and Competent 
Faculty Form (found on the M: drive, in the McKCommon folder, under the 
Provost_Associate Dean folder).   

Records (Registrar’s) Office 

Often chairs will be asked to assist the Records Office.  Duties include: 
 



 54 

 Determining which specific course at McKendree is the equivalent of a 
course from another institution.  

 Signing various forms, including Grade Change forms, Waiver forms, etc.  

 Submitting course schedules.  

School/Division Chair Meetings 

School/Division Chairs attend a monthly meeting chaired by the Provost.  The 
Provost also asks that chairs schedule individual monthly meetings with her. 

School/Division Meetings 

The Chair should set a time each semester for meetings (suggested: a minimum 
of one per month) and it should be set at a time when all faculty can attend.  
Agendas should be set at least two days in advance of the meeting. 

Other Miscellaneous Information for Chairs 

 

 Usually Chairs attend the lunch for new faculty before classes begin. 

 Chairs speak at the Honors Convocation about their students. 

 Chairs are often asked to meet with students touring campus. 

 Chairs are expected to participate in Preview Days. 

 Chairs assist with advising and attend advisor meetings 

 Chairs represent their School/Division as the first line of response 
regarding student issues. 

 Chairs typically attend the T4E events. 

 Chairs typically attend the Academic Planning Retreat. 

 Chairs may find it useful to find a mentor. 

 Chairs should be familiar with the Undergraduate and Graduate Catalogs, 
Faculty Manual, and Employee Handbook. 
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Appendix A:  Directory of Offices and Services 

 
(For a current list, go to Intranet, Miscellaneous Information, then Staff Directory 

or Telephone Directory – sorted both by department and alphabetically) 
 

McKendree Main Campus     537-4481 
 
Provost and Dean of the University    537-6809 
 
Vice President of Student Affairs and    537-6857 
Dean of Students 
 
Director of Human Resources    537-6533 
 
Associate Dean    537-6926 
 
Academic Records Office    537-6816 
 
Faculty Secretaries:   
     Piper 209    537-6807 
     Carnegie 214    537-6808 
     Nursing Office    537-6437 
 
 
Holman Library    537-6950 
 
User Support Technician    537-6822 
 
Maintenance (heat, lights, etc. until 5:00 p.m.)    537-6969  
     If no response, call Public Safety 
  
Public Safety Office    537-6911 
     Cell phone after 5:00 p.m.                                  792-3500 
 
Lebanon Police Dispatcher                                911 
     
Lebanon Fire and Ambulance    911 
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Important Telephone Numbers for 
Scott Air Force Base 

 
McKendree at Scott Office    744-0426 
 
McKendree at Scott Night Monitor    256-3327 
 
 

On Scott AFB Only 
 

Fire Emergency    911 
 
Police Emergency    911 
 
Security Police Desk    256-6663 
 

 
Telephone Numbers for Kentucky Campuses 

 
McKendree University/Louisville   (502) 266-6696 
 
McKendree University/Radcliff   (270) 351-5003 
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Appendix B:  McKendree University Academic Timeline 
 
Monthly (Typically):  
 

 Full Faculty meetings: First Thursday of the month       3:30 pm 

 Graduate Council: Second Thursday of the month             3:30 pm 

 Undergraduate Council: Third Thursday of the month       3:30 pm 

 Faculty Senate: Fourth Thursday of the month                   3:30 pm 
 
August:         
 

 Full Faculty meeting Thursday prior to beginning of classes 

 Lunch with new faculty 

 Teaching for Excellence (T4E) Workshop 

 Convocation ceremony 

 Schedule for spring/summer semester received for additions, deletions, 
changes 

 Approve and submit Contract Load forms to Provost’s Administrative 
Assistant 

 Schedule/Office Hours/Contact information forms to faculty secretary 
   
September:   
 

 Book Order forms sent via email to all faculty for completion; touch base 
with each associate and possibly any fulltime faculty with same course 

 Syllabus for each course on file and uploaded to 
assessment.mckendree.edu  

 Budget requests for the next school year due in Provost’s Office 

 Lincoln Laureate nominee selection (Each School/Division submits 
nominees) 

 2nd year faculty materials to Provost’s Office 
 
October:    
    

 Book Order forms due to bookstore   
 
November:   
 

 Lincoln Laureate award ceremony in Springfield 
 
December:   
 

 Grades due 

 Instructor online course evaluations  

 4th and 6th year faculty materials due to Provost’s Office 

 Promotion request materials to Provost’s Office 

 Faculty requesting tenure consideration material to Provost’s office 

 All catalog changes submitted to Associate Dean 
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January:      
 

 Syllabus for each course on file and uploaded to 
assessment.mckendree.edu  

 Schedule for fall semester  

 Honors Convocation nominations submitted 

 Approve and submit Contract Load forms to Provost’s Administrative 
Assistant 

 Teaching for Excellence (T4E) Workshop 

 1st and 3rd year faculty materials due to Provost’s Office 
 
February:    
 

 Book Order forms due to Chair (to bookstore-March) 

 Honors Convocation nominations selected by School/Division 
        
March:         
 

 Requests to Honors Convocation students for short biography (This is not 
to be done until the President/Provost have notified students of their 
selection for the honor.) 

 
April:           
 

 Honors Convocation 

 Chair reads each student’s profile at Honors Convocation (robes required) 

 Honors Program Presentations, Undergraduate and Graduate Poster 
Presentations 

 
May:            

 

 School/Divisional Committee assignments due to Faculty Senate 
ChairSchool/Divisional Committee assignments due to Faculty Senate 
Chair 

 Senior Farewell Service 

 Graduation 

 Grades due 

 Teaching for Excellence (T4E) Closing the Loop Workshop 

 Teaching for Distance (T4D) Workshop 

 Academic Planning Retreat    
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Appendix C: Event Registration Form 
Found on M: Drive, McKCommon Folder, Event Registration Forms Folder 

 
Instructions for completing this form: 

1. Telephone Event Manager @ 6958 to check availability of facility. 

2. Assign account numbers to be charged where indicated. 

3. Ensure signatures of budget managers where indicated. 

4. At least two weeks prior to event forward hard copy form to the Event Manager OR  

5. Email as an attachment to the Operations Coordinator: slconnelly@mckendree.edu 

6. REMINDER: After this event form has been approved by Operations and you would like to 

include your event on the campus activities calendar use the online calendar 

submission form at http://www.mckendree.edu/Calendarw/submissionform.htm  

 

Name ___________________Organization__________________ Phone#  ________________ 

  

Address ____________________________City, State, Zip ___________________ 

 

Facility Requested _________________________                   Date Requested _____________________ 

       Beginning Time _____________________ 

Event Type (Purpose) ___________________________ Ending Time      _____________________ 

 

Food Services            Yes _______  No _________ If yes, please complete this section: 

      Call Food Service @ 6985 for Menu and Pricing 

Estimated Number Attending ___________________ 

Desired Cost Per Person $  
Preferred Menu Items           ____________________  Linens   ____Yes  ____No 
                                                        Skirted Tables  ____Yes  ____No 
                  
              Budget Manager Approval____________ 
Acct # to be charged __________________________   Finance Approval __________________  

 

 

Facility Set Up   Yes _____No _______    If yes, please complete this section: 
 

Graphics (Diagram of set up) - Be Specific 

 
 
 
 
 
 
 

 
Do Not Write Below This Line 

_____________________________________________________________________________ 
 

Date Received ________________   Site Rental  _______________________ 

Purchase Order # ________________   Food Service _______________________ 

Total Materials ________________   Other  _______________________ 

Total Labor ________________   Total  _______________________ 
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Appendix D: Hett Event Sheet 
Found on M: Drive, McKCommon Folder, 

Event Registration Forms Folder 
 

Information Sheet Hettenhausen Center for the Arts Event 
 
EVENT:   _________________________________________ 

 
DATE OF EVENT:  ___________________________ 

 
START TIME:  ______________________  END TIME:  ______________________________________ 

 

CONTACT PERSON:  __________________________ PHONE:  ______________________ 

 

ESTIMATED ATTENDANCE:  ___________________________ 

 

BOX OFFICE INFORMATION 

WILL TICKETS BE SOLD FOR THIS PERFORMANCE?  ________________ 

 

*WILL the HETT BOX OFFICE SELL TICKETS FOR PERFORMANCE?  ____________ 

 

IS RESERVED SEATING REQUIRED FOR VIP'S OR PERFORMERS?     ___________ 

(If yes, please provide specific details below) 

 

 

 

 

TECHNICAL INFORMATION 

TIME YOU NEED ACCESS TO THE STAGE ON THE DAY OF THE PERFORMANCE:_____________  

DO YOU NEED A REHEARSAL?__________________ 

 DATE(S)__________________ TIME____to______ 

 

DO YOU NEED: Microphones ____    Followspot ______   Special Lighting ________ 
           Podium ______    Other ______ 

 

(If you check off any of the above, please provide specifics below) 

 

 
 
SPECIAL INSTRUCTIONS 

DESCRIBE STAGE LAYOUT. PROVIDE CHRONOLOGICAL LIST OF ACTIVITIES 

 

 

 

 

 

 

 

 

 

 

Please return as an attachment to Peter Palermo - pjpalermo@mckendree.edu 

* Please discuss ticket sales with Peter Palermo no later than 4 weeks prior to your event 
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Appendix E: Travel and Expense Voucher 
Found on M; Drive, McKCommon Folder, Admin and Finance folder. Open 

the Administration and Finance folder to find the Reimbursement 
Guidelines folder. 

 

Name  _______________________________ Purpose of Expenses  ___________________ 

Department __________________________ ______________________________________ 

SSN _________________________________ ______________________________________ 

Date Item Amount Receipt(X) Explanation of Expenses 

 Breakfast    

 Lunch    

 Dinner    

 Lodging    

 Travel    

 Other    

 Breakfast    

 Lunch    

 Dinner    

 Lodging    

 Travel    

 Other    

 Breakfast   , 

 Lunch    

 Dinner    

 Lodging    

 Travel    

 Other    

 Breakfast    

 Lunch    

 Dinner    

 Lodging    

 Travel    

 Other    
Total Expenses           __________     

Amount To Be Paid By     ________________________________________ 

University ( %)                __________    Employee Signature 

Cash Advance                  __________ 

Amount Due University  __________(Rec#  )   ________________________________________ 

Amount Due Employee   __________    Departmental Head Signature 

        

ACCOUNT NUMBER   ____________________________ ________________________________________ 

       Budget Manager 

 

NOTE:  Receipts must be attached and is the order as listed on this report to support all transactions.  A separate report 

is required for each travel advance issued.  

  



 62 

Appendix F:  Vehicle Request Form 
 

Found on the M: Drive, McKCommon Folder, Operations Folder, Vehicle 
Request Form Folder 

 
VEHICLE REQUEST 
 
Name ________________________________________________ 
 

Dept. ________________________________________________ 

 
Acct.# ________________________________________________ 
 
From   ___________________________________ ______________________ 
                (Date)        (Time) 

 
To ___________________________________ ______________________ 
     (Date)         (Time) 
 
Destination _____________________________________________ 
 

Approx. mileage ________________________  

 

PURPOSE  ____________________________ # of People____________  

 

Signature of Driver _________________________________________ 

 
Driver's License No. ________________________________________ 
 

Approved By (Operations) _______________________ Date________________ 
 

____________________________________________ 

(Departmental VP mandatory if over 100 miles one way) 

 

 
Copy- Applicant    MANDATORY 
 Operations    Mileage must be filled in 
 Physical Plant    Give to Physical Plant with keys upon completion 
 Public Safety     
      Ending Mileage________________ 
      Starting Mileage_______________ 
      Total Mileage _________________ 
Date Received 
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Appendix G:  Faculty Request to be Absent 
Found on the M: Drive, Provost/Associate Dean Folder, Forms Folder 
 

Date: _________________ 

 

McKENDREE UNIVERSITY FACULTY REQUEST to BE ABSENT from DUTIES  

 
This form is due in the Provost’s Office in a timely manner prior to departure. 

 

1.  Name:_______________________________________________________________ 

 

2.  Reason(s) for absence:  ________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

3.  a.  When do you expect to depart?  _________________________________________ 

 

 b.  When do you expect to return?  _________________________________________ 

 

4.  What provisions have you made for taking care of the classes you will miss? 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

5. If you are giving a paper, what is the name and date of the conference you will be attending?  

Please attach a copy of the program cover and page with your session. 

 

______________________________________________________________________________ 

 

6. If you are giving a paper, what is the name of the paper you will be presenting?  Please also 

attach a copy of the paper to this form so that we may publicize your accomplishments to the 

media. 

 

______________________________________________________________________________ 

 

 

Division Chair_____________________________  Date: _____________________ 

  (Approved) 

 

Provost of the College_______________________  Date: _____________________ 

   (Approved) 

 

 

Copy to:  Provost  of the University  

                Division/School/College Chair 

                Faculty Member 

 

Note:  this form should be signed by the Division/School Chair before sending to the Provost. 
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Appendix H:  Syllabus Template 
 

McKENDREE UNIVERSITY 
SYLLABUS TEMPLATE 

(DRAFT     Revised Summer, 2011    DRAFT) 
The mission of McKendree University is to provide a 

high quality educational experience to outstanding students. 
~Responsible Citizenship      ~Engagement    

~Academic Excellence       ~Lifelong Learning 
 
COURSE NUMBER AND COURSE TITLE: 
INSTRUCTOR: 
CONTACT INFROMATION (e.g., phone, email): 
SEMESTER/YEAR/TIME: 
OFFICE HOURS:   

COURSE INFORMATION: 

 
Teaching Philosophy: 

 
How to Succeed in this Course: 
We have various resources to help students succeed at McKendree University, 
please visit the website or Blackboard for information on these resources. 

 
Course Description & Course Pre-requisites: (from catalog) 

 
Course Objectives & Program Objectives (if available): 

 
Required Course Text and Materials: 

 
General Class Policies (Exams, Late Assignments, Writing Assignments, 
Classroom Behavior, Rubrics, etc.): 

 
Attendance and Participation: 
Students voluntarily absenting themselves from class meetings assume 
responsibility for sanctions imposed by the instructor. Each instructor has the 
responsibility of making clear to the students in writing what the attendance 
policy will be in each course. Unless otherwise stated, three hours of unapproved 
absence are the maximum allowable without academic penalty. 

Student Absences for Official University Functions 
Students shall be excused without penalty from class to participate in official 
University sanctioned student activities, including intercollegiate athletic 
competitions, debate meets, band and choir performances, University field trips, 
and other events approved by the Provost. Students are not to be excused from 
class to attend practices. In addition, students must give satisfactory notice to 
their instructors prior to scheduled absences.  
 Students are responsible for all content and assignments missed while absent 
from class to attend University sanctioned student activities. Any deviation from 
this policy must be approved by the Provost. 
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VA Policy on Class Attendance 
According to the “Veterans Education and Employment Assistance Act of 1976,” 
veterans who are absent from a class for an excessive amount of time must be 
reported for non-attendance to the Veterans Administration. The veteran’s last 
date of attendance is determined by the instructor’s roll book.  A veteran or 
eligible person will receive no benefits for a course audited. 
 

 
 

SELECTED MCKENDREE UNIVERSITY COURSE POLICIES: 

Academic Honesty:  
Any student detected of cheating or engaging in plagiarism on any exam or 
paper, or participating in any other form of academic dishonesty, will receive the 
appropriate sanctions, which can include a failing grade (“F”) for the 
course.  Please visit with me regarding any questions.  In cases of serious 
violations, additional sanctions (such as academic probation or suspension) are 
possible. 

ADA Policy:   
A student requiring assistance with the technical portions of the course should 
contact the Instructor or the Academic Support Center. Services for Students 
with disabilities are provided through the McKendree Academic Support Center 
(MASC) in order to help the student integrate into the entire university 
experience.  MASC provides coordination and implementation of special 
accommodations for students with documented disabilities. 
 

Challenges to Academic Decisions: 

Students who think that their work has been improperly evaluated or who think 
that they have been unfairly treated in any academic decision may use the 
grievance procedures found in the catalog. 

Course Deletions/Additions: 
Students may drop or add courses according to the schedules posted by the 
Office of Academic Records for each semester. Drops and adds are not effective 
until recorded by the Registrar. A course may not be added after one week from 
the first class meeting. 
 

Email: 
Every student is issued a McKendree email account, which is one of the major 
means of communication from departments such as the Office of Academic 
Records, Student Affairs and the Business Office. All students are responsible for 
checking their McKendree email accounts regularly, and are accountable for 
information disseminated to their email accounts. Failure to read university 
communications sent to McKendree email accounts does not absolve students 
from knowing and complying with the content of these communications. 
 

Severe Weather Policy: 
Under severe weather conditions, university officials will announce whether the 
university is open, closed, or on a snow schedule. Announcements for the 
Lebanon Campus will be posted on the McKendree web site, KMOX radio (1120 
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AM), and KMOV television (Ch. 4). 
 Snow schedule – Lebanon Classes beginning at 8:00 a.m. and 9:00 a.m. are 
cancelled; 9:30 a.m. classes will begin at 10:00 a.m. Normal class schedule 
resumes beginning with 10:00 a.m. classes. All offices open at 10:00 a.m. 
     Announcements for the Kentucky Campuses will be posted on the McKendree 
website, WAVE 3, WDRB Fox 41, WHAS 11, and WLKY-32 television stations. 
Snow schedule – Louisville and Radcliff Classes beginning between 8:00 a.m. 
and 9:00 a.m. will begin at 10:00 a.m. All offices open at 10:00 a.m. 
 
 Students taking courses at locations other than the Lebanon and Kentucky 
campuses should check their email and contact the director of their program for 
additional information about weather related class cancellations. 
 

 
The instructor reserves the right to make adjustments to the grading 

criteria. 
 

GRADING INFORMATION & GRADING SCALE 

Assignment X XX Points 

  

TOTAL XX Points 

  
 A 94% 
 A- 90% 
 B+ 87% 
 B 84% 
 B- 80% 
 C+ 77% 
 C 

C- 
74% 
70% 

 D 60% 
 F Below 60% 
   
   
COURSE OUTLINE (DETAILED SCHEDULE BY 
MODULE/WEEK/COURSE/OR DAY) 

Module  
(week) 

Date Activities/Chapter Information 
 

1 X/X/XX  
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Appendix I: Purchase Order Form 
Found on the M: Drive, McKCommon Folder, Admin and Finance Folder 

 
 

 

 

PURCHASE ORDER NUMBER

VENDOR Name:

INFO Attention:

Address:

City, ST:

Phone #:

Fax #:

ITEM # QUANTITY ITEM # UNIT PRICE AMOUNT

1 $0.00

2 $0.00

3 $0.00

4 $0.00

5 $0.00

6 $0.00

7 $0.00

8 $0.00

9 $0.00

10 $0.00

11 $0.00

12 $0.00

13 $0.00

14 $0.00

15 $0.00

16 $0.00

17 $0.00

18 $0.00

19 $0.00

20 $0.00

21 $0.00

22 $0.00

23 $0.00

24 $0.00

25 $0.00

26 $0.00

27 $0.00

28 $0.00

TOTAL $0.00

Vendor Instructions:  - BILLS ARE PAID 20 DAYS FOLLOWING DATE OF INVOICE.

 - PLEASE ACKNOWLEDGE THIS ORDER IMMEDIATELY & NOTIFY US IF UNABLE TO FILL.

Please mark how the order is being placed Approved By:

 - Ordering ourselves

xx-x-xxxx-xxx-xxxxx-x

McKENDREE UNIVERSITY
701 College Road

SHIP VIA

of the University by actively seeking female and minority business contacts.

Department/Account Code

LEBANON, ILLINOIS 62254

M cKendree University is an EEO/AA employer dedicated to  enhancing the diversity

Mck Contact - Phone #REQUESTED BY

8/9/2010

TODAY'S DATE

TAX EXEM PT #E9985-3590-05

MUST APPEAR ON INVOICE, BILL

OF LADING, PACKING LIST, AND

ALL CORRESPONDENCE.

PURCHASE ORDER AUTHORIZED BY:

Ph (618)537-6802

Fax (618)537-6960

THE ABOVE PURCHASE ORDER NO.

McKendree University is an EEO/AA employer dedicated to enhancing the diversity of the college by actively seeking minority & female business contacts

McKendree University - OFFICE USE ONLY

     Sally Mayhew , VP Admin & Finance

AS AN EDUCATIONAL INSTITUTION,

MCKENDREE UNIVERSITY IS EXEMPT

FROM ALL SALES TAXES.

Description
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Appendix J: School/Division Chair and Program Director 
Important Information 

The following guidelines will improve efficiency and benefit our faculty, staff, and students.  
Issues related to contracts, payroll, classroom assignments, and books ordered from the 
book store are all impacted by changes to the course master. 

1.) Initial Course Master Schedules: When a chair or director submits their course master 
schedules to the Academic Records Office, please try to make this schedule as accurate 
and complete as possible.  Do NOT simply copy the schedule from last semester and 
assume you will just “correct” it after the fact with CSI forms.  CSI forms should be used 
sparingly in the case of last minute course additions, deletions, or the necessity to hire 
new instructors.  Our goal should be to have an accurate and complete course master at 
the time it goes live in WebAdvisor. 

2.) Faculty Assignments:  When you hire faculty, especially part-time faculty, make sure to 
contact them via phone, email, or in person BEFORE you put them on the course master.  
Faculty should only be placed on the schedule after you have their consent.  The course 
master is used to generate the contracts, so if the course master is incorrect then the 
contracts will also be incorrect.  In addition, faculty should NOT receive contracts if they 
have not already agreed to teach a section at that time.  Contracts are not meant to be 
used as the request to teach a class. The contract is the final commitment after one has 
verbally accepted the offer of teaching.  Please complete a Qualified and Competent 
Faculty Form (found on the M: Drive, McKCommon Folder, Provost_Associate Dean 
Folder). 

3.) Contracts:  The contracts are usually sent out approximately 3-4 weeks before the start 
of the class.  Contracts are not sent out for any classes that are at risk of being deleted 
because of low enrollment.  Please let faculty in your area know that they will not receive 
the contracts until close to the start of the class.   In addition, certain Education and Music 
classes, due to their enrollments and/or late assignments, don’t have the contracts 
completed until AFTER the start of the term to make sure they are accurate.   

4.) Payroll:  Just for clarification, payroll is submitted on the 15th of each month.  If a class 
starts in June and ends in July, faculty will receive 2 payments (end of June and end of 
July).  If a class starts in August and ends in December, the payroll will not start until 
September and go to December (4 pays).  For SOME classes in unique situations that 
pay by the student, pay is withheld until the end of the term (e.g., internship, directed 
studies, portfolio reviews).   

5.) Changes to the Course Master:  After the course master has been published on 
WebAdvisor, any changes (except for increases in class size) must be submitted using a 
CSI form.  If you plan to increase the class size, please email Anna Gray and she will 
ensure there is space in the room and change the cap.  Please complete the CSI form as 
accurately and completely as possible.  Make sure the dates, the course number, the 
course title, and the course section are correct.  

6.) CSI Forms:  ALL CSI forms should be turned in no later than 2 weeks before the start of 
the class.  CSI forms that are turned in just days before the start of the class create 
confusion for the faculty members and the students, and do not allow time for the 
Academic Records or Academic Affairs Office to process the information. 
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7.) One Month Before a Term:  One month before the start of a new term, chairs and 
directors should start to assess the enrollment numbers of the classes.  Chairs and 
directors should submit a CSI form to delete sections with low enrollments or “0” 
enrollments.  If courses need to be conducted with prorated pay, seek approval from the 
Provost and then contact the faculty member to ensure that he/she is willing to teach for 
the prorated pay.  Please discuss the courses that must run with low enrollments with the 
Provost as early as possible as this allows us to complete the contracts in a timely 
manner. 

8.) One week Before a Term:  At least one week before the start of a new term, chairs and 
directors should go through the entire course master for their areas and ensure that all 
classes have adequate enrollment, have been cancelled, or have been approved to run 
with low enrollment.  Also please check that there are no unassigned instructors in your 
area. 

 

We realize that a few last minute changes must take place, but having a clear process will 
help us ensure that fewer mistakes are made and that faculty and students are not negatively 
impacted by the process.  If you have questions, comments, or suggestions to improve the 
contract/payroll process, please let us know.  Thanks again for your assistance and attention 
to the course master 
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Appendix K:  Evaluation of Faculty Teaching  
(This form is only meant to provide a suggested procedure in evaluating a lecture in preparation 

for writing the required letter for the faculty member’s CRPT file.) 

 
Name _________________  Date _______  Evaluator ______________ 
 
Subject ___________________   Location _____________________ 
 
CLASS ORGANIZATION Strongly Agree Somewhat Disagree 

 Agree  Disagree 

1.  Students were arranged so that all could see. _______ ______ ________ _______ 

       
2.  Participation          
a. The class was arranged to encourage participation; _______ ______ ________ _______  
b. Student participation was at a fairly high level;  _______ ______ ________ _______ 
 
Comments: 

 
INSTRUCTOR PARTICIPATION: 
1.  The instructor was well-prepared. ________ ______ _________ ________ 

   
2.  The instructor demonstrated the following communication 
     skills well: 
 
a. Oral expression _______ ______ _________ _______ 
b. Voice projection _______ ______ _________ _______ 
c. Correct grammar _______ ______ _________ ________ 
       
3.  The instructor made frequent eye contact with students. ________ ______ _________ ________ 
 
4.  The instructor established an atmosphere of freedom   
     where the students could ask questions, disagree and/or  
     express ideas. ________ ______ _________ ________ 
 
     Comments: 
 
 
 
5.  The instructor made specific attempts to determine whether  
     the students clearly understood the material. ________ ______ _________ ________ 
 
     Comments: 
 
 
 
6.  The instructor was able to clearly answer the questions  
     asked by the students. ________ ______ _________ ________ 
 
7.  The instructor demonstrated a sense of humor. ________ ______ _________ ________ 
 
8.  The instructor was enthusiastic. ________ ______ _________ ________ 
   
9.  Materials and strategies employed by the instructor (circle all that apply) 

     a. Chalk Board b.  Overheads c. Slides   d.  Video 
     e. Computer      f.  Demonstrations   g. Relevant Examples 
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10.  When checking for learning, what kind of feedback did the 
       instructor give?  (Circle all that apply) 
       a.  specific  b. positive  c. constructive  d. immediate  e. other 
 
11. Dress of the instructor. (Circle one.)  
       a. Business Professional   b. Business Casual   c. Casual 
 
12.  The instructor used proper Grammar during the lecture       ________  ______  _________  _____ 
 

SUBJECT MATTER: Strongly Agree Somewhat Disagree 

 Agree  Disagree 

1.  The material was presented in a logical manner; _______ ______ ________ ________ 

Comments: 
 
2.  The instructor delivered accurate information; ________ ______ ________ ________ 
Comments: 
 
3.   The Instruction given was clearly articulated; ________ ______ _________ ________ 
Comments: 
 
4.  The subject matter is intellectually stimulating? ________ ______ _________ ________ 
Comments: 

 



 72 

Appendix L:  Check sheet for Chairs When Evaluating 
Faculty for Yearly Review and/or Tenure 

             (This form is meant only to aid the Chair in completing what the Faculty Manual requires.) 
 
 

Division/School Chair Evaluations 
The division/school chair will evaluate the faculty member not only for teaching effectiveness, but also with 
respect to fulfillment of responsibilities toward students, the division chair, other members of the division, 
him/herself (professional development), and toward the institution. 
 
Name of Faculty member being assessed _________________________________________________ 
 
Date Completed _________________          Due Date for Materials ______________________________ 

 
A faculty member fulfilling his or her responsibilities toward students satisfies the following criteria in addition 
to those associated with evaluation of teaching effectiveness:  For each of the following, check your 
assessment in regard to the faculty member under review. 
 
 Strongly Agree Somewhat Disagree 
 Agree  Disagree 
A faculty member fulfilling his or her responsibilities toward 
students satisfies the following criteria in addition to  
those associated with evaluation of teaching effectiveness: 
 

1. Consistently conducts a full class session; _______ ______ _________ _______ 
2. Is not absent without valid reason; _______ ______ _________ _______ 
3. Maintains appropriate standards; _______ ______ _________ _______ 
4. Is reasonably available outside of scheduled class time; _______ ______ _________ _______ 
5. Serves satisfactorily as faculty adviser; _______ ______ _________ _______ 
6. More available before & during scheduled 

registration times. _______ ______ _________ _______ 
 
Comments: 
 
 
 
 
A faculty member fulfilling his or her responsibilities toward 
the division chair will: 
 

1. Meet deadlines. 
a) Information sheet requested by secretary 

each semester _______ ______ ________ _______ 
b) Contract load form _______ ______ ________ _______ 
c) Post in-class schedule & office hours  _______ ______ ________ _______ 
d) Choice card selection ( from library)  

 and textbook orders                                      _______ ______ ________ _______ 
 

2. Submit a syllabus for each class taught 
(for syllabus guidelines see Section 3.11 of manual) _______ ______ ________ _______ 

3. Respond positively to constructive criticism; _______ ______ ________ _______ 
4. Participate in the development of new courses, 

majors, and programs; _______ ______ ________ _______ 
5. Be reasonable and realistic with respect to  

materials/supplies. _______ ______ ________ _______ 
 
 
  



 73 

A faculty member fulfilling his or her responsibilities toward 
other members of the division will: 
 

1. Be actively involved in advancing the objectives 
of the division.   _______ ______ _________ _______ 
Examples: 
 
 

2. Cooperate in sharing the workload assigned by 
the chairperson.   
 _______ ______ _________ _______ 
Examples: 

3. Attend scheduled faculty meetings.  _______ ______ _________ _______ 
 
Comments: 
 

4. Rarely miss committee meetings. _______ ______ _________ _______ 
 
A faculty member is considered to be developing professionally 
if he or she engages in such activities as: 
  

1. Keeping reasonably up-to-date in his or her field; _______ ______ _________ _______ 
2. Attending professional meetings when possible; _______ ______ _________ _______ 
3. Reading journals in the field; _______ ______ _________ _______ 
4. Attending faculty development workshops. _______ ______ _________ _______ 

 
 
General: 
 
 
 
Writing ability: 
 
 
 
Communication skills: 

 

 

 

 

 

 

 

  



 74 

 

Appendix M: Curricular Approval Process   
 
 

 


